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Application Number 

c 

,' APPLICATION FOR 

i 

' AMENDMENT TO RECORDS RETENTION SCHEDULE 4 4 

! 
I ~I. - ~. 

STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application NO. Date Completed 

. 7 6 - l u l - A  NOV 1 7  1980 
SEP 1 8 1980 

Application Date: July 30, 1980 

RecordSeriesTitle: 76-141 CETAcTrainee Enrollment and Person to Contact: 
i Terminat ion Fi les 

Item number to be amended: Item 1 6  on old form Telephone No. 6 5 6 - 3 0 4 0  
Item 10b on new form (3/80) 

Reads as follows: ''nott on confidentiality Of records 

I 

Amended to read: "yes" on confidentiality of records 

Reason for him : 

-_ ~ 

Date_ ~.- 

. ,  

Date--/ 6d -9 P ~ ~- dj-4 ~ ~- 

Date-- / / - / kKA __ 

Ins p e c ii 10% 
made "avai 

1 mation avail 
: therefore m 

AUTHORITY: . Federal 
' Division Dircctorl0csignce:- 
t; 

Records Manayemerit Officer (RM&Cl: 

ESA Director:- 

State Atrdi1orlDesiynce:- 

Secret 

Attorney GcneralIDe 

.~ ~~ ~~ __ o a t e J a - 2  Z - K L  - - I 

ESA-143 (3/80) : 



’ ’ GEORGIA DQPARTMENT OF LABOR $ti 7 / 4 1  
* l Q  EMPLOYMENT SECORITY AGENCY 

ADMINISTRATIVE SERVICES DIVISION 
RECORDS MANAGEMENT AND CONTROLS 

Application Ni)mber # 
APPLICATION FOR 76-141 

AMENDMENT TO RECORDS RETENTION SCHEDULE -”- 

- 
FOR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

Application Date: J u l y  18, 1980 

I-- _- 
Record Series Title: Comprehensiv Employment Training Person to Contact: W. F. Reynolds 

Act (CETA) 2 rainee Enrollment 
and Termination Files 

Item number to be amended: Telephone No. 656-3074 
11 arid 12 . 

Reads as follows: 
Item 11 require files to be kept 4 years; administrative decision. 

Item 1 2  Cut off file at end of F. Y. hold in current file area 1 year or until 
federal or state audit is completed, whichever is later; then transfer 
to State Records Center, hold 3 years then destroy. 

Amended to read: 
Item 11: Federal Retention Instructions; Prime Sponsor I n s t r u c t i o n  No. 80-025 

Item 12: Records Created on or  Before 30 Sept. . .I9782 

Records Created on o r  A f t e r  I October, 1978: Cut o f f  f i l e s  a t  end o f  

Destroy 30 September 1983. 
Do no t  destroy u n t i  I ? I  I audi t ‘quest lons are resolved. 

each f t s c a l  year; ho ld  i n  cu r ren t  f i l e s  Brea I year; then t r a n s f e r  t o  
Sta te  Records Center; hold 4 years; then destroy 
federal a u d i t  questions.’ 

upon r e s o l u t i o n  o f  
1 - 

Reason for change: 

ItS.A see a l so :  41 CFR 29-70.20330-1 and CETA Forms Pre a r a t i o n  Handbook, Chap V I ,  
Para 676.35 Federal Register Vol. 45 No. 99 May 

20, 148Cr;9------------ 
t *- -_ .-L-.-.*-!YY 

AUTHORITY: . 
Division DirectorlDesignee: 

Records Management Officer (RM&C):-/; 

r‘:retar*te/Designee - - . - ___ D a t e X * - a  6.- gt 
Attorney GeneraVDesignee: Date 6-  q- l+ 

ESA-143 (3/80) : 



i 

S T I T E  . , P I E  I 
D I I A l T R t l f  O? A I C I I V I I  b 11SfORK OF 

GEORGIA 

E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  O F  P R E S E N T  A C C U M U L A T I O N  ; 
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  

What is t h e  function of t h e  o f f i c e  i n  which this 
The f - r c t i o n  cf the  Irnemoloj-me!it Inszrance 3lvisfon &i $3 irnole~sng %gdPeorzia ?hn?l.~yment eco d eries is c e 0. 

- 
Secuaj-t;: TLav which requires t h a t  l e g a l  e n t i t i e s  ern?I.oyinT wor!cers i n  Ceorgiia r e p o r t  an3 pay 
t axes  en t he  riages of suck: eriployees en6 t o  subseqdentkv pay benef i t s  t o  such covfrec! worksrs 
?-?iian they are unemployed throuEh no f a - i l t  of t h e i r  own and when they c c r ~ l y  with certsin o ths r  
requi rments  of t he  Ian. 

Adxinisters pq-wnts  of allowances and wages under ?>!aan?c?ver Proor&:s of th?  T,? Departnent 

Tne Specis1 Prcgram .Pa:ment U n i t  receives S n i t i a l  enrollment . fc-s ard e s t ab l i sh  
of Labor upon request.  ._ - 

a paypen 
a c c ~ w t  f o r  each FndS?<dual t ra inee;  receives  and processes weekly request f o r  t r a in ing  a13 ovan 
and. wage payme?;ts 
allr,:ianec t o  pa r t i c ipan t s  enrol led in th-? I‘crk Incsntive Prcgran. 
controls t o  prev ent  d u p l i  cate  or overpapent,,  makes periodic revio,:; ~f recoz!a t3 asce r t a in  
continued e l i @ i l i t y  f o r  payments m d s r  the  dcf i s ren t  Federal  Program 

1 a This f i l e  conta ins  t h e  following documents ( inc lude  f o m  numbers and t i t les ,  i f  any, 

Also processes payment of Iacentiirz allovancs and T r a i r i n ~  P.&Ar-.r! 3 p n s e  
Cccteblizh , and na tc t a in  

--- 

and f i l e  arrangement ) . 
I)ocu..ents r e l a t  iqg  t o  e n r o l l i n g  and terminslting 
Employment Tra in ing  A c t  : t-. - L. 

Included am: 

i nd iv idua l  t r a i n e e s  under t h e  Comprehensi 

Form CEW-27 - Enrollment Form 
Form C”,Tb.-o1 - Revised Enro1Lner.t Form 
Form CZ‘IX-06 - Termination Form 
Form @-G 
Form ESA 

- Income-Tax Kitbholding Crder - 1931 CLTA Payrol l  pmollee YainteQance Fcrm 
The f i l e  is arranged numerically by Work S i t e  P r o j e c t  Control Number, thereunder alpha- 
b e t i c a l l y  by t r a i n e e ’ s  name. 

. 

ATTACH SAMPLES OF TKE FILE I 



PA6E 2 

13. Is t h i s  t h e  Record Copy of t h e  series? rn [ I -  t ,i 

14 .  Is there  a duplication o f ' t h i s  series i n  another o f f i ce  or agency? [ 1 l-a 
' I  . 

1 

[ 1 f(i.7 

16. i!oes the  s e r i e s  contain c l a s s i f i e d  infomation:requir ing securi ty  handling? [ ] p:] 

17. Goes t he  s e r i e s  i n i t i a t e ,  amend or terminate agency p o l i c i e s  and procedures? [ I  

t i .  .~? ~ 

15. Is the, l n fomat ion  contained iti t h i s  s e r i e s  ever sum,arized or  published? 
Attach copy of summary or publication. 

7 

13. C o d &  the f w c t i o n  be performed'if t he  f i l e s  were lost o r  destroyed? I 
19. Is t h e  s e r i e s  ( o r  major port ion of  it) regularly microfilmed? If yes,  why? [ I  rn 
20. Does t he  record series erovide data as input t o  en EDP f i l e ?  [ I  m 
21. Does the  record series contain documentation produced as EDP pr intout?  [ I -m .. 

22, €!as the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- .[H I . 
s i t i o n  of these f i l e s ?  Federal  Register (Vol. 40, No. 47, P a r t  III), "Guide t o  
Records Retention Requirements'' (January 1, 1975) P a r t  V I E 1  

23.  ' n i l 1  t he re  be a need f o r  these records 10, 15  years from now? If  yes,  what? r 1 -- __._._I__ 

24. REQUIREMENTS. The following requires the f i l e s  t o  be'ke,-.t 4 y e a r s  : . ,  
a.[],CTATZ b-[]STATUTE OF . c.[]AUDIT d.[]F'EDERAL e~~ADElINISTRAT1~~ f.[]HISTORICkL 

LAW 'LIMITATION ' PEF~IOD . . .LAW DECISION VALUE 
. (Ci te  Lm, Statute ,  or other reason for  the  retef i t ion requirement!. . 

a See i t e m  22 

2j. AGETW RECOMtaNDATIONS. T h i s  agency recommends that- the f i l e  s e r i e s  be, cut of f  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEqR -b]OTHER See below ,then : 

-; Hold i n  t he  current f i les  area 
:. Transfer t o  [ 1 S t a t e  Records Center [ ] Lo,cal Holding Area; hold .. y.ear(s): 

' 1 month(s)/ yea r ( s ) :  

[ 'i Destroy. , .  . : , . .  . 

[ ] Transfer to '  S t a t e  Archives f o r  permanent re tent ion.  

[XI Other: (Specify) 
[ 3 Destroy immediately after cut-off. . .  

Cut off f i l e  a t  the"end of each F i i c a l k e a r ,  hold in 'cur ren t  f i l e s  
area 1 year o r  u n t i l  Federal or State Audit is completed, whichever .is later: then trans- 
f e r  t o  S t a t e  Records Center; hold 3 years;  then destroy. - 

> i 
. .  . .  

IIEdicate b r i e f l y  rat ionale  f o r  recwvnendations above/or write *additional remarks) : 
To el ia inat2 necsssity for f i l i n g  equipment and f l c o r  space required t o  hold inac t5ve  
r e c c r e s  and t o  mdce robm f o r  new records  in tho  ca3ine ts  an;! space  no^ provided. - ._ 

OTHER REQUIRED SIGNATURES DATE 
A ,  n 



..- 

r 

C. H. Ridge 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  NO FURTHER A C C U M U L A T I O N  ANTICIPATED 

@ 

Exact s e r i e s  ~ i t l e  Coniprehensive Emplqment Training Act (cETA) 
o da t e  Trainee ,Enrol l  mcnt and Terd na t ion  F i l e s  

what i s  t h e  function of t h e  o f f i c e  i n  which b1 T'ne func t ion  of the  Uneinployltlent Insxrance 7!1&&%~,r,d go irn:lbcnf %%eorgia m p 3  oyment 
Securlty L a w  which r equ i r e s  t h a t  l e g a l  e n t i t i e s  eaploying workers i n  Georgia r e p o r t  and pay 
t a r e s  on t h e  wagns of such erlplnyeer and t o  subsequently pay b e n e f i t s  t o  such covered workers 
when they &re unercplcyed through no fa2T.t of t h e i r  own and when t h q -  ccrAi>ly wi th  c e r t a i n  o thcr  
requirements of t h e  Law. , I  

Adinhisters payments of  allowances and wages under Manpower Prop%ms of t h e  U.F. Department 
of Labor upon request.  

TEie Spec ia l  Programs P a p e n t  U n i t  r ece ives  i n t t i a l  enrollment .forms and e s t a h l i s h  a payinent 
accouct f o r  each ind iv idua l  t r a inee ;  r ece ives  and processez weekly request f o r  t r a i n i n g  a1 1 ovanr 
and wage payhients. 
a13owance t o  p a r t i c i p a n t s  enro l led  i n  th.: Vork Incentive Program. 
con t ro l s  t o  prev e n t  dupl ica te  or  overpapnent, makes per iodic  review of records t o  a s c e r t a i n  
continued e l i d b i l i t y  f o r  paynlents under t h e  d i f f e r e n t  Federal  Procram. 

1. This f i l e  contains  t h e  following documents ' ( include form numbers and t i t l e s ,  i f  any, 

e r i e s  is c e 
U .  

-_ - 

Also processes payment of Incentive allowance and Trainjnp Related Erpencc 
E r t a b l i s h  I and maintain 

_ _  
-1- --________ ~ 

and f i l e  arrangement). 
Documgnts relat  iqg  t o  e n r o l l i n g  and tern-inating 
Employment Training A&-.- - -  

Included are :  

ind iv idua l  t r a inees  under the  Comprehensil 
2 i. ~ c 

Forl'i CETA-27 - Enrollment Form 
Forill CETA-01 - Revised Enrollmeat Form 
For1a CETA-06 - Terhi na t ion  Forill 
Form ML-G 
Form FSA 

- Income T ~ Y  Withholding Order - 1931 CETA Payroll. Enrollee Kaintenance Form 
The f i l e  is arranged numerically by Work S i t e  P ro jec t  Control Number, thereunder alpha- 
b e t i c a l l y  by t r a i n e e ' s  name. 

ATTACH SAMPLES OF THE FILF: 
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L '-. ~ >- J 
. PASE '2 

Y E S &  NO; 
-r- - -  - 

L QUESTIONNAIRE P~.c. an " x "  $I( 
p r o p e p  r o i u . n .  I ?  .n.*er I. ' ' Y ~ S . "  p1rm.r q . p l . l n  

13. Is t h i s  t h e  RecOrd Copy)of t h e  series? ,i m 1 1  

.E 1 €GI I s 

1 4 .  Is t h e r e  a dup l i ca t ion  o f ' t h i s  series i n  another  o f f i c e  o r  agency? 
I / ,  

15. Is t he  information contained i n  t h i s  s e r i e s  ever sunqnarized o r  published? 

16. Does t h e  series contain c l a s s i f i e d  informat ion ' requi r ing  s e c u r i t y  handling? 

.. - I 1 &-La 
1 F=4 

1 1  m 

Attach copy of summary o r  publ ica t ion .  

. .  
17. Does t h e  series i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? 

18. Cokd  the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? IF4 [ 1 

[ I  m 
20. Does t h e  record series #rovide data as inpu t  t o  an EDP f i l e ?  [ 1 F4 

21. Does t h e  record series contain documentation produced as EDP pr in tou t?  [ I  m 

19. Is t h e  series (or major po r t ion  of  i t) regu la r ly  microfilmed? If y e s ,  why? 

I 

22. Has , t he  Federal  Government i ssued  i n s t r u c t i o n s  governing t h e  re ten t ion /d ispo-  . 
, 

$x. 
s i t i o n  of t h e s e ' f i l e s ?  -~ Federal  Re&ter-(Vol .  40, No. 47, P a r t  111), "Guide to 
Records Retent ion Requirements'' (January 1, 1975) Pa+t V T I I  .: . .  . - 

" I  Pg . _  23.  W i l l '  t h e r e - b e  a need f o r  these records 10, 15 years  from now? I f  yes ,  what? 
- -~ - I _ ~  

.~ I -.-- . 24. REQUIREMENTS. . ,  The following rqquires  the  f i l e s  t o  be,'kept> ~ years : 

a. [ ]STATE , b. []STATUTE. OF , c .  [ ] A U D I T  d .  []FEDERAL e',#ADMINISTRATIVk' f. [ IHISTORICd  
LAQ .. . . ~ , .. .LIMITATION PERIOD L A W  DECISION VALUE 

, ( C i t e  Law, S t p t u t e ,  or o ther  reason for  the  r e t e n t i o n  requirement)' 
. .  

. .  
See i t e m  2 2 -  

, ~ ,  
~~ 

25. AGENCY RECOMMENDATIONS. -This agency recomme.nds t h a t  t he  ~ f i l e  s e r i e s  beycL--- 
of each - [ ]CALENDAR YEAR - [ ]FISCAL YEAR - FIOTHER See below ,then : 

I :monih(s) /  year(s):  
.- 

[ ' j Hold i n  t h e  cur ren t  f i l e s  area .: Transfer  t o  [ 1 S t a t e  Records Center [ 3 Local Holding Area; hold .- year(s):  
P -  I ~., Destroy. . 
[ ] TransfGr t o  S t a t e  Archives f o r  permane.nt r e t e n t i o n .  
[ ] Destroy immediately af ter  cut-off.  
[XI Other: (Specify)  Cut 'off  f i l e  at the 'end of each,; Fiscal-Year, hold i n ' c u r r e n t . f i l e s  
area 1 yea r  o r  u n t i l  Federal  o r  State  Audit is  cornpletez, wkcheve r  - is later: then t rans-  
fer . -  t o  State  Records Center; hold 3 years ;  then d e s t r o i .  - . .  . " . .  - 5 .. 

. .  . .  . .  . .  
v. 

( Ind ica te  b r i e f l y  ra t iona le  for recornendations above/or write hdd i t iona l  remarks)  : 
To elLminate necessity f o r  f i l i n g  equipment and f l o o r  space requi red  t o  hold inactive 
records  and t o  make room fqr new reco rds  i n  the cabinets and space now pro-dded, 


